An AASIS Training Guide
HRBEN — Benefits Administration

Demonstration

- Enrolling an Employee in the Post-tax
Optional Life Plan and processing the
insurance coverage that exceeds $40,000
pre-tax

Human Resources > Personnel Management >
Administration > HR Master Data > Maintain
(PA30/HRBENO0001/PA30)

AASIS Support Center, DiAnnette Scott
June '06, V5.0

1-1



An AASIS Training Guide
HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

EaH @@@ BHE DDNo0 HE | @0

i

(2 Favorites
= {3 SAP menu
& (1 Office
b [ Logistics
b (1 Accounting
7 {3 Human Resources
2 PPMDT - Manager's Deskiop
= {3 Personnel Management . R R
b=l ot B 1. Click on PA30-Maintain or enter PA30
PA40 - Personnel ions - .
- in the command field, press Enter.
22 PA20 - Display
2 PA10 - Personnel File
2 PAT0 - Fast Entry
F) PA4Z - Fast entry: Actions
B Info System
B (3 Tools
B (1 settings
b [0 Recruitment
[ Personnel Development
[ Benefits
b (L1 Compensation Management
3 Personnel Cost Planning
b [ Budget Management
Pension Scheme

3

(1 Time Management

(1 Payroll

(Z3 Training and Event Management
(L3 organizatienal Management

1 Information System

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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2. Enter the New Hire’s
personnel number

Personal Data

Addtl. Employee

ememeniss] 3, Use the left and right

Career Managerr

HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

G| sl b i oee Ll anon BE @m
3

intain HR Master Data

v Benefits.
Payroll
Taxes
Garnishments

Time

" [GEnerar Banas inralion (o
| _|Family MemberDependents | Fr. To
|_|adiustment Reasons | O Today ) currweek
|__|Heaith Flans oAl ) Current month
LR FELS ) From curr.date O Lastweek
W e s FEe ) To current date > Last month
|_|Flexible Spending Accounts ) Curr period ) Current Year
[ ‘Benefits Medical Information EI
[COBRA-Qualified Beneficiary =

| Girect selection

Infotype. STy

<— scroll buttons to select

the Benefits tab.

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

P Savroil” © Taxes I
Benefits s anOE

= ® Period
[Family MemberDependents Fr. To
O Today O currweek
(Health Flans OATl ) Current month
O From curr.date O Lastweek
gErnasFErs ) To current date O Lastmonth
oS i (e ) Currperiod  Current Year
=
|COBRA-Qualified Beneficiary =
-
nfotype. 0378 STy
A

4. Select Adjustment Reasons or
enter 0378 in the Infotype field

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

7. Select ‘Misc. Benefit Changes’
from the drop-down list.

AASIS Support Center, DiAnnette Scott
June '06, V5.0

*The effective date will be the 15t day of that month for
the change.

Note: During the nightly date recalculation program,
the begin date will change to the appropriate pay
period
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Create Adjustment Reasons

. yes | no || = cancet |

9. Click Yes.

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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Create Adjustment Reaso

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

RIS HE DO IEE @
Create Adjustment Reasons

11. Click ‘Yes’ to continue to the
Benefits enrolilment/HRBENO0001

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

& A HISCEa D EEIDDO0 I EE @ F
Enroliment
Direct selection | Selection set Enroll
Name Victoria Newman on  @1/61/2085 [EH
Personnel no. 1802
Offer selection
D number Iel Get offer 0 Print form i) Error list
Possible offers Enrollment period
=3 Select | Misc Benefil Changes 01/01/2005 - 01/31/2005
AN e changes 01/01/1800 - 12/21/9899
e
I ‘B I‘ Aut atic offer
~ Pers.No.|Name I

56 | victor Newman

207 |Diannette Carter

1000 e e | 12. DOUDIe click on
B Miscellaneous Benefit Changes

(] I | —

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

@@ LHE oo oas EE @0

Enroliment

Direct selection | Selection set | Enrall
Name Vvictoria Newman on 81/01/2805
Personnel no.

Offer selection

2 overiew

ID number (2 Get offer |= Print form = Error list
|Possible offers |Enraliment period

=3 Select | iisc Benefit Changes 01/01/2005 - 01/31/2005
Anytime changes 01/01/1800 - 12/21/9899
Automaic offer

victor Newman

Diannette Carler Wisc Benefit Changes
1000 |Kathering Chancellor & Enoil A costs @@ undoselection |[B|a|E|4r  Emorist |
1002 | victoria Newman Status | Validity period Activity
Health Advantage FOS 01/01/2005 - 12/21/9899 @
QualChoice POS 01/01/2005 - 12/21/9999 =1
Novasys POS 01/01/2005 - 12/21/9999
Blue Cross Blue Shield PPO 01/01/2005 - 12/31/9999
Novasys PPO 01/01/2005 - 12/31/9999
High Deductible PPO 01/01/2005 - 12/31/9999
~ Basiclife
US Able (Basic EE Life ASE) 01/01/2005 - 12/31/8999 o7
» Dependent Life
US Able (Basic DEF Life ASE) 01/01/2005 - 12/21/9899

= Opt Dep. Life
US Able (Opt DEP Life ASE)

T ——— 13. Double click on ‘US
» «— Able Opt EE 1x/2x Post
Tax’ plan.

[EN/ (I

10
AASIS Support Center, DiAnnette Scott

June '06, V5.0
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Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Enroliment

Direct selection Enroll

1802
US Able Opt EE 1x/2x Post Tax
81/81/2005 - 12/31/9999

HRBEN - Benefits Administration

Print form £ Error list
Enroliment period
01/01/2005 - 01/31/2005

15. Click on Accept

(=]
|0‘Uﬂ1l1800—12}314‘999§
Coverage l
S e G SR 14. Select 1X or 2X salary
Insurance Optio  [ptional Life ASE 1X SAL z)
-
B e from the drop-down list
itional Unit Optional Life ASE sD -
e -
Insurance Cover 25,800.80 USD T B < TR ETE =
01/01/2005 - 12/31/9999
Costs USD Monthly ield PPQ 01/01/2005 - 12/21/29999
01/01/2005 - 12/21/9999
=2 o B o 01/01/2005 - 12/31/9999
Employer 8.80
ife ASE) 01/01/2005 - 12/31/9999
I Life ASE) 01/01/2005 - 12/31/9999
@ @ ife ASE) 01/01/2005 - 12/31/9999
~# Optional Life
US Able-Opt EE Life ASE 1X/2X 01/01/2005 - 12/31/9999
~# Opt. Life Post
US Able Opt EE 1x/2x Post Tax 01/01/2005 - 12/31/9999 E

AASIS Support Center, DiAnnette Scott

June '06, V5.0
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Enroliment

Direct selection | Selection set |
Personnel no.

ID number

=3 Select

Enrall
Name victoria Newman

on  @81/01/2005

2 overiew

Offer selection

&

Get offer |=

Printform

= Error list

|Possible offers

|Enraliment period

Wisc Benefil Changes

071/01/2005 - 01/31/2005

Anytime changes

01/01/1800 - 12/31/9999

Automatic offer

victor Newman

Diannette Carter

Misc Benefit Changes

1000 Katherine Chancellor

[

Enroll [E costs [

undo selection || &x|E| &2

Errorlist_|

1002 | victoria Newman

16. Click Enroll

[EN/ (I

Health Advantage FOS

QualChoice POS

Novasys POS

Blue Cross Blue Shield PPO

Novasys PPO

High Deductible PPO
BasicLife

US Able (Basic EE Life ASE)
Dependent Life

US Able (Basic DEF Life ASE)
Opt Dep. Life

US Able (Opt DEP Life ASE)
Optional Life

US Able-Opt EE Life ASE 1X/2X
o]

US Able Opt EE 1x02x Post Tax]

Status | Validity period

01/01/2005 - 12/31/9999 -
01/01/2005 - 12/31/9999 =
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

Activity

Note: A check mark will appear
for the plan to

be added.

01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999

=
Y =

AASIS Support Center, DiAnnette Scott

June '06, V5.0
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Enroliment Edit Goto System Help

alaHIee® SHEI DDo0 | HE @

Enroliment

Direct selection | Selection set | Enroll
ame
er selection
Evid ity

el nsirability has been proven
9
ist of Plans
Plan |Option |Dependent.. [From To |3
US Able Opt EE 1x/2x Po_.[Optional Lif.. | lo1/01/2005 |12i3[<]

Note: Verify that you have selected

= th t plan to be added
- 05 - 12/31/9999 m
A h 05 - 12/31/9999
in e DOoX ~]|jo0s - 1213119999
~]|oos - 12/31/9999
L 1 L4l
Ll 05 - 12/31/9999 o7
&> Enroll | [E selectall | [E DeselectAll |3 Cancel
US Able (OptDEP LifeASE) | 01/01/2008 -12/21/9999
= Optional Life
US Able-Opt EE Life ASE 1X/2X 01/01/2005 - 12/31/9999
- . Life Post
18_ Cllck Enro" US Able Opt EE 102x Post Tax 01/01/2005 - 12/31/9999 o E
E3ji3]| R[]
d Z

AASIS Support Center, DiAnnette Scott
June '06, V5.0

Note: The employee’s optional life insurance
coverage increases due to salary increase,
insurability is already approved by US Able.
Therefore, the Benefits Specialist would click the
box next to the optional life post-tax plan.
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

L N e i s i -

Enroliment
Direct selection | Selection set Enroll
Name Victoria Newman on  @1/61/2085
Personnel no.
Offer selection
D number Fi] Error list
List of Plans period
= [Activity Plan From To = UUETETED
" = -12/31/9999
reate |Us Able (Basic EE Life ASE) 1/01/2005 [12/31/9999
N eate |US Able Opt EE 1w2x Post Tax 1/01/2005 [12/31/9999

on_ || a|BE[&  emorist |
|Validity period | Activity ||
01/01/2005 - 12/21/9899
01/01/2005 - 12/21/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999
01/01/2005 - 12/31/9999

01/01/2005 - 12/31/9999 o

01/01/2005 - 12/31/9999

BBk :
= Xiiz
A0 11 D

01/01/2005 - 12/21/9999
&> Enroll | 3 Cancel

M TG

U e-0p e 01/01/2005 - 12/31/9999
7 Opt. Life Post
- US Able Opt EE 1x/2x Post Tax 01/01/2005 - 12/31/9999 o
19. Click Enroll

14
AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

B oDhoan EE @

Enrollment
Direct selection Enroll
Name victoria Newman on  @1/61/2085 [EH
Personnel no.
Offer
& | e O T e B e AL ]
Enrallment period
01/01/2005 - 01/31/2005
[01/01/1800 - 12/31/9900
“P
Costs undo selection || a|E|&r  Erorist
Status | Validity period Activity
L3 confirmation [antage FOS 01/01/2005 - 12/31/9999 [=]
POS 01/01/2005 - 12/31/9999 =
f NovaSys POS. 01/01/2005 - 12/31/9999
Blue Cross Blue Shield PPO 01/01/2005 - 12/31/9999
NovaSys PPO 01/01/2005 - 12/31/9999
A A High Deductible PPO 01/01/2005 - 12/31/9999
20. Click Continue |- o..2%:
US Able (Basic EE Life ASE} 01/01/2005 - 12/31/9399
~ Dependent Life
US Able (Basic DEF Life ASE) 01/01/2005 - 12/31/9399
= Opt Dep. Life
US Able (Opt DEP Life ASE) 01/01/2005 - 12/31/9999
= Optional Life
US Able-Opt EE Life ASE 1X/2X 01/01/2005 - 12/31/9999
= Opt Life Post
US Able Opt EE 1x/2x Post Tax 01/01/2005 - 12/31/9399 7 E

15
AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN — Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Enroliment

o=t 21. Click ‘Back’ until the
em:,,e, User Menu appears

on  suorsases

Print form i) Error list

=3 select ]

Possible offers

Er period

Iisc Benefit Changes

01/01/2005 - 01/31/2005

Anytime changes

01/01/1800 - 12/31/9999

e ———
B IER IR

~ Pers.No.|Name

56 | victor Newman

Automatic offer

207 |Diannette Carter
1000 Katherine Chancellor

[ tosolvidoratewman |

(] I | —

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

[ Accounting
= 3 Human Resaurces
2 PPMDT - Managers Desktop
= 3 Personnel Management
= {3 Administration

= pamimsaten 1. Select PA30-Maintain Employee
Data or enter PA30 in the

2 PA20 - Display -
@ Fa10 -Fersomne: e command field; press enter
) PA70 - Fast Entry

2 PA42 - Fast entry: Actions
B (2 Info System

b Tools

i (1 Personnel Development

& (1 Benefits

> [ Compensation Management
> [ Personnel Cost Planning

"3

B

B

>3 ‘Organizational Management
B [ Information System

/- 5

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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HRBEN - Benefits Administration

Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

4 I e N Er P N 6

in HR Master Data

(- O Today O Currweek
|Heslth Plans oAl © Current month
© From curr.date O Lastweek
I |EEEESFES ) To current date O Lastmonth
Flexible Spending Accounts O Curr period O Gurrent Year
-
-
nfotvpe 0168 STy
A

23. Select the Insurance Plans Infotype
under the Benefits tab.

18

AASIS Support Center, DiAnnette Scott
June '06, V5.0

1-18



An AASIS Training Guide
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Post-Tax Optional Life Plan and Insurance
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BE@1 US Able (Basic EE Life ASE)
ELE1 BasicEE Life Coverage

AASIS Support Center, DiAnnette Scott
June '06, V5.0
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Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

[01/01/2005 [ 12/21/2000 IR A=iis=0ed b
81/01/2005 12/31/0099 12/15/2004 .
26. Click on the ‘Insurance cover’ tab.

General plan data
Benefitarea US State of Arkansas-US .
pian e — Note: The Plan is US Able
Insurance Option BLO1 Basic EE Life Coverage (BaSiC EE Life ASE)

—

Additional fields

Original End Date

20
AASIS Support Center, DiAnnette Scott
June '06, V5.0
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Post-Tax Optional Life Plan and Insurance
Coverage exceeding $40,000 Pre-Tax

Edit Goto Extras System Help
B IH eGe DEE Snan BE @

Change Insurance Plans

3 = 29. Click ‘Back’ to go to the User Menu
Personnel 1 No ; 28. Click Save ;m‘\ Status Active

EE group Department of Health
EE subgroup  UE Employee
Start 91/01/2005 [3)to 12/31/0090 | €hng| 12/15/20084 DLSCOTT

Infotype

Plan OEP2 US Able Opt EE 1%/2x Post Tax

Plan data | Administration ' Insurance cow | Costs | Beneficiaries

24,419.90 USD Calculation Date 01/081/2005
usp

25,000.00 USD

@ x =.sven | 27, Enter the amount of insurance

25,000.00 USD

v 4= which exceeds *$40,000 in the

Alternate Coverage field.
[ Additional fields |

Original End Date

21

AASIS Support Center, DiAnnette Scott
June '06, V5.0

*For example, the employee’s total amount of Optional
Life coverage is $48,000. Therefore, the amount that
exceeds $40,000 is $8,000. The $8,000 amount is
entered in the Alternate Coverage field.

Note: The ‘Insurance coverage’ field will reflect the
increase in optional life coverage. Therefore, the
agency should subtract $40,000.00 from the amount in
the ‘Insurance coverage’ field and enter the difference
in the ‘Alternate Coverage’ field.
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